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SPECIAL EDUCATION CHILD COUNT Citrix Setup

Hardware and software requirements

Any computer capable of running a web browser equal to Internet Explorer 4.0 with service pack
2 or Netscape 4.0 or later and a connection to the Internet can be used for the Special Education
Child Count Reporting System.

IBM
Microprocessor 80486 or higher as required for a web browser
Memory 8mb of Ram as required for a web browser
Video VGA or SVGA as required for web browser (1)
Hard disk At least 2.5 mb free disk space available
Mouse As required for web browser

Macintosh
Power PC or better
Memory 8mb of Ram as required for a web browser
Operating System 7.5 or greater
Video Not applicable
Hard disk At least 2.5 mb free disk space available
Mouse As required for web browser

(1) A screen resolution of 800 x 600 will provide you with the most efficient video resolution. A

resolution of 640 x 480 will not provide you with a good working environment. To change your video
resolution right click on your desktop, go to Properties and select Settings. Move the slider bar under
“Screen Area” until a resolution of 800 x 600 is displayed. Click “OK”. You will be prompted to accept
the new settings in the “Display Settings” dialog box. The monitor will blank and display the new settings
under the “Monitor Settings” dialog box. If you do not click on the “OK” button at this point your settings
will be returned to normal after 15 seconds. If the video settings appear normal click “OK” and your
monitor resolution will be reset.

Your schools will access the Office of Public Instruction’s Child Count Reporting System via the
Internet and OPI’s WEB page at http://www.metnet.state.mt.us.

Bring up the OPI home page and click on the bright red link entitled ‘Electronic Reporting
Systems’ that is located on the right side of the screen. This link will take you to IRIS, the
Internet Reporting and Information Service.

If you experience difficulty in getting to OPI’s home page, please try to reach another site like
www.yahoo.com or www.google.com. If you cannot reach either of these sites, your problem is
likely with your local Internet provider. Please give them a call.

If you find that you can reach other sites on the Internet, but cannot reach the OPI site, please
call the OPI Help Desk at 406-444-9444, select option 2 from the menu.
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Logging in to IRIS

The login page allows you enter IRIS.

Welcome to IRIS,
OPI's Informztion Reporting and Information Service

gase log in

This link will
connect you to a
site where you
can download
the Child Count

o Tolog in ta the RIS application portal, type your user name,
passward, and domain name in the boxes at left,

+ Click the Log In button to log in,

Instructions for applications served by IRIS

Instruction Dovnload Client software

Booklet and thi

2ooxlet d S IRIS Message Center

manual,

Electronic Chlld The IRIS Message Center displays any informational or error messages that

may oceur.

Count Manual.

After you login this window will appear.

Welcome to IRIS,

OPI's Information Reporting and
Information Service

IRIS Application Portal

Welcome to your personalized application portal, The
Applications box (at left) contains icons for the
applications that you can use. Click an icon to launch
an application. Click the Refresh button to get the
latest applications. Click the Settings buttan to change
the IRIS settings. Click a folder ican to display the
folder contents,

Instructions for applications served

Download Glient software

IRIS Message Center

The IRIS Message Center displays any informational or
error messages that may occur.

Electronic Child Count Manual — DRAFT
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This link (?) will connect
you to a site with frequently
asked questions and answers
pertaining to the program.

It also provides the user
with the option of sending a
question directly to the
Office of Public Instruction.
Questions are responded to
within a reasonable amount
of time.

Log in using the user name
and password provided to
you by the Office of Public
Instruction. If you cannot
find your user name and
password call the OPI help
desk at 406-444-9444, select
option 2.

If this is the first time
you have run the
application you will
need to install the Citrix
ICA Web Client. Click
on Download Client
software.

If you already have the
client installed, skip to
page 9.
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Installing Citrix ICA Web Client

This is the first window in the installation process.

itrix ICA Client Installation - Microsoft Internet Expl...

Citrix ICA Client for Win32
{ActiveX)

You do not have the ICA Win32 Client installed on -
system, or your version of the ICA Client is outdat

You must install the ICA Client to continue. Clle on Insta“ Citrix
Select the link below to install the ICA Client, then ICA Client for Win

Close window when installation is complete. /
Install Citrix ICA Client for Win32 :

Close windowe

If you are a Mac user,
[T oo not show this window 2t jogin. lt Wlll prompt you.

Zamis

File Download x|
“You have chosen to download a file from this location.

iza32 exe from data.opi.state.mtus

Choose the radio button
What would you like to do with this file? Run thls program from
" Run this program from its current location ltS Clll'l‘ellt locatlon a.nd
" Save this program to disk CliCk OK

¥ | &lways ask before opening this tpe of file

] I Cancel More [nfo |

Security Warning x|

Do you want to install and run "Citris [T 32-bit ‘Windows
Client" signed on 31242001 1:02 PM and distributed by:

Citrix Spstems, Ing

Click Yes.

Publisher authenticity verified by YeriSign Commercial
Software Publishers C&

Caution: Citrix Systems, Inc azzerts that this content iz
safe. You should only install/view this content if pou trust
Citris Syztems, Inc to make that assertion.

[ flways trust content from Citrix Systems, Inc

Yes No Mare Info
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CA 32-bit Windows Client - Installshield Wizard x|

Welcome to the InstallShield Wizard
for Citrix ICA 32-bit Windows Client

The Installshield wizard{Tr) will help install Citrix ICA 32-bit
‘Windows Client on your computer,  To continue, click Mesxt.

< Back I Mext = I Cancel

Welcome

Wwelcome to the ICA Client Setup program. T hiz
program will ingtall IC& Client on your computer.

It iz strangly recommended that vou exit all Windaws pragrams
befare runhing this Setup pragram.

Click Cancel ta quit Setup and then close any programs you
have running. Click Mext to continue with the Setup program.

WARMIMG: This program is protected by copyright law and
international treaties.

Unauthorized reproduction or diztribution of this program, or any
portion of it, may result in zevere civil and criminal penalties, and
will be progecuted to the maximum extent possible under law.

Mext » I Cancel

Citrix License Agreement m

Please read the following License Agreement. Press the PAGE DOWHN key to see
the rest of the agreement.

CITRI CLIENT SOFTWARE LICENSE AGREEMENT ﬂ

Thiz iz a legal agreement ["AGREEMENT") between you, the Licensed Lser or
representative of the Licensed User and Citrix Systems, Inc. or Citrix Systems Intemational
GmbH. Citrix Systems, Inc., a Delaware corporation, markets and supports the attached
client software in the Amenicas. Citix Systems International GmbH, a Swizs company
wholly owned by Citris Systems, Inc., markets and supports the client software in Europe,
the Middle E ast, Africa, Asia and the Pacific. Your location of receipt of the clisnt
zoftware determines which iz the licenzing entity hereunder [the applicable entity iz
hereinafter referred to as "CITRIX"). BY DOWNLOADING, INSTALLING, COFYING OR
OTHERWISE USING THE ATTACHED CLIENT SOFTWARE, YOU ARE INDICATING
THAT vOU ARE AUTHORIZED TO EIND THE LICENSED USER IN CONTRACT AND
THAT THE LICENSED USER ACCEPTS THE TERMS OF THIS AGREEMENT. IF YOU,
45 THE LICEMSED USER OR REPRESEMTATIVE OF THE LICEMSED USER DO MOT

Jid|
Do you accept all the terms of the preceding Licensze Agreement? If you chooze Mo, Setup
will cloge. To install ICA Client, you must accept this agreement.

< Back Yes | Mo I
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Click Next.

The machine will be busy
for a few minutes.

Click Next.

Click Yes to
accept the license
agreement.
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Choose Destination Location

Setup will install Cé Client in the following folder,
To install ta thiz folder, click Mest.

To install ta a different folder, click Browse and select another
folder.

Y'ou can choose not to install [CA Client by clicking Cancel to exit
Setup.

Browse... |

C:\Program Files\CitrixtI Ca Clisnt

" Destination Folder

< Back I Mest > I

Cancel |

Select Program Folder

Setup will add program icons to the Program Folder lizted below.

Folders list. Click Mext to continue.

Program Folders:

r'ou may type a new folder name, or select one from the existing

Citrix [T Clien

Exizgting Folders:

A 5
Administrative Tools
Adobe Acrobat 4.0
Cirque Software
Dell DMl

Dell Documents
HyperSnap-Di=
Lobus Applications

Microsoft Hardware: =l

< Back I Mext > I Cancel

Your local computer muzt be given a unigue client name.
Citris servers uze the client name to manage client printers and
other spstem resources.

N E= (O PIHLH 001 103

< Back I Mext » I Cancel
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Click Next.

If you do not wish to
change the folder name,
click Next.

The client name
will be
automatically
filled in for you.
Click Next.
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Select Desired Features I

‘whould you like to enable and automatically use your local user
name and password for Citris sessions from this client?

i es
i Mo

Make sure No is
selected and click
Next.

A setup program
will run on your

machine.
< Back I Mext > I Cancel
Information Click OK. You
will need to restart
@ Installakion or update of the Citrix ICA Client is complete, your web browser

before you begin

entering data.

The Citrix Client is installed. This is the only time you have to run the client install. If you
accidentally run this install a second time, it should not cause any problems, but it is not
necessary.
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SPECIAL EDUCATION CHILD COUNT

After Citrix client is installed,

Click on the link
Special Ed Child
Count Collection

Data.
T

Citrix Setup

If you have questions, click the

Welcome to IRIS,

OPT's Infarmation Reporting and
Information Service

TRIS Application Portal

Welcome to your personalized application portal, The
Applications box (at left) contains icans for the

applications that you can use, Click an icon to launch
an application. Click the Refresh button to get the
latest applications. Click the Settings button tg
the IRIS settings. Click a falder icon to gis
folder cantents.

Instructions for applications served by IRIS

Download Client software

IRIS Message Center

|

The IRIS Message Center displays any informational or
error messages that may occur,

"?" for frequently asked
questions.

If you need copies of the Child
Count Instruction Booklet or
Electronic Child Count Manual,
% click on Instructions for
applications served by IRIS.

Be sure to note any messages in
the Message Center.

Congratulations! You have successfully connected to the OPI-CITRIX server and are ready to
begin your work.

Special Education Child Count opening screen

Electronic Child Count Manual — DRAFT
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Welcome to the Special Education Child Count Data Collection System

Office of Public Instruction
Special Education Child Count
Data Collection Program

Welcome: Betty Finley (LE9G09)
User Level: Special Ed Coop (SECOOP)

Tip of The Day:

11/08/01 - Phase 2 of testing started today.

10/31/01 - Special Ed Child Count is on CITRIX and currently being tested.
10/25/01 - WWe are ready to deploy the Child Count System to CITRIEX for testing.
10/22/01 - Metwork staff setup CITRE directories for the Child Count Systern.

Exit Program

frmSplash

Page 9 of 26

This should be the
next screen you
see.

If it is, you are
ready to test your
printer and then
begin data entry.

Be sure to read the
Tip of the Day for
any updates,
changes or tips.

Click Continue.
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il If you have not been given
M OPI's Information Reporting and Information Service access to the Special

AR lagin Education Child Count
Login M I A, RIS O Program, you will see the
following error. To gain
Instrctons for applctinsseved by access, please call OPI at
IRIS Message Center 444-9444 and select option
2.

 Click the Log In button to log in.

The IRIS Message Center displays any informational or error messages that may occuy

Q ERROR: 7he Citrik Server reported that the Credentials entered were incorrect.

Testing Your Printer

The first time you log in, you will see this screen for testing your printer. Once you have
successfully tested your printer, this screen will no longer appear. If you have printer problems
and must contact OPI, you will still be able to do data entry while you wait for the problem to be
resolved. Click the Printer Not Working button to continue. You can return to the Printer Test
screen at any time by clicking on the Help button located on the Special Education Child Count
Main Menu, and selecting the Printer Test option.

Welcome to the Annual Data Collection System

Office of Public Instruction
Special Education Child Count Data Collection
User Printer Test

Please note that it is very important to testwhether or not you can print using our
program. Flease test your printer now by clicking on "Preview Reportand Test
Printing" buttan below:

Click here to test your printer. Follow
instructions to complete the printer test.

Click here to Preview Repart | <
and Test Printing ;

[fyou cannot preview the report or you receive an errar message an prinfing, please
contact 0PI Help Desk and IRIS Support (406) 444-4430.

. . " Printer is NOT wiarkir g.
P 1
rirter is workir q: Call OPI

A A When the printer test is finished, you will
be returned to this screen. Choose the
annronriate button to continue.

frmPrinter Test

If your printer test is successful, you can begin your data entry.

If the printer test is not working, use the instructions in the next section to help you determine
which printer driver you have and then contact OPI at 444-9444, option 2, then option 1.

Electronic Child Count Manual — DRAFT Page 10 of 26
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Identifying your Print Driver

IRIS is designed to work with your locally attached or network printer. If you experience
difficulty printing, it may be because the IRIS server does not have your print driver loaded. If
you have problems with printing, please call the OPI Help desk so we can assist you in
identifying your printer and arranging for the correct print driver to be loaded on the Citrix server
for your printer. The Help desk can be reached at 406-444-9444, select option 2, then option 1.

To find out what printer you have set up for IRIS go to Start in the lower left corner of your
screen, choose Settings, Printers.

e DB D || it tosn ook | Bt ot v | AYPENME D IO R s

Double click on the printer with the check mark on it. This is your default printer.

il

File Edit Wiew Favorites Tools  Help
4=back - = - (2] | @search yFoiders Hristory | S WX < o | -
Address |1 printers

), @ % B P D

- Add Printer Acrobat Acrobat Fax 5r. Merge Fax Sr.
Printers Distiller POFWritsr

This Folder contains information sbaut
printers that are currently installed, = = > =
and & wizard to help you install new Lexmark 2391 opi_adml_4... opi_admi_|... opi_cke t6l...

printers, Plus on Opi... on STATE_... onSTATE_.. onSTATE_.. onSTATE_..

To get information sbout & printer that
is currently installed, right-cick the
printer's icon.

... opl_gaap_i..
Toinstall & new printer, click the dd ~ @N STATE_... onSTATE ... onSTATE_.. '®
Printer icon.

Select an item to view its description,

opi_sfdv_16... opi_supt_l&... opi_supt_24... opi_flsc_12... opi_wpdl_1...
onSTATE_... onSTATE_... onSTATE_.. onSTATE_.. onSTATE ..

Windows 2000 Support

opi-cert-245.., OPI-ITSS-C...
on STATE_... on opihlnnt...

22 chiect(s) >

Electronic Child Count Manual — DRAFT Page 11 of 26
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Click Printer menu and select the Properties command.

Wstat| | 10 @8 T

g e Hi16_qapet on
STATE_OF_M0nT %A

Lamark 7791 op4_seiml_4
s o Ot o STATEL

opi_cuar .. opi_fudl_2..
S STATE,,.. onSTATE,

3

opn_sbeke 16, oed_s_LE.
SN STATE., GRETATE,

oprcertIas. OPLEFSA-C...
SnSTATE_.. on Cpbed ..

| Bt - Merascit.. | B Joociment - v, | Lal Friers [ e o [(REPENME DD 0w

Click on the Advanced tab, or the Details tab depending on your computer.

%" opi_itss_t616_q.opi.mt on STATE_OF_MONTANA Properkie 2x]
Metware Sethings I Securty I Device | Uger Customize I About I
General I Sharing I Portz Advanced | Color Management
% Always available
' D T [1z00a0 10 [12008M  H
Priarity: |1 _:I

\
@k Dpira TE1G )) New Diiver... |
% Spool print documents so program finishes printing faster
" Start printing after last page is spooled
{* Start printing immediately
" Print directly ko the printer
[ Hold mismatched documents
[™ Print spooled documents first
™ Eeep printed documents
¥ Enable advanced printing features
Frinting Defaults... | Frint Proceszor... | Separator Page.. |
Ok, I Cancel | Apply | Help |

Citrix Setup

Your printer is listed in the Driver box. We may need this information to activate your printer on
the IRIS server. Please be ready to give us this name exactly as it appears in the driver box.

This includes spaces and capital letters. If you have problems please call the OPI help desk at
406-444-9444, select option 2, then option 1.
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General Instructions

For general instructions on filling out the child count form, please refer to the Child Count
Instruction Booklet that was mailed out the week of Thanksgiving. If you need additional copies
of the Child Count Instruction Booklet, you can download a copy (see page 4) or call 406-444-
9444, select option 1. The following instructions will take you through the electronic submission
of Child Count reporting.

Getting Started

After login, you will see this opening screen.

Welcome to the Special Education Child Count Data Collection System

Office of Public Instruction
Special Education Child Cousnt
Data Collection Program

Welcome: Betty Finley (LESE89)
User Level: Special Ed Coop (SECOOP)

Tip of The Day:

11/09/01 - Phase 2 of testing started today.

1043101 - Special Ed Child Count is on CITRE and currently being tested
102501 - We are ready to deploy the Child Count System to CITRIX for testing
1022101 - Network staff setup CITRE directories for the Child Count System

Exit Program

frmSplash

This program will be used by School Districts and Special Education Cooperatives. Your access
to various data and reports depends on which type of entity you are. Based on your ID, the
program will limit your access to just those areas of concern to you and the data you need to
enter. Your user level is described on this screen. If you believe your user level is incorrect,
contact the Office of Public Instruction at (406) 444-9444 select option 2 and then option 2
again.
seskoskoskosksk
Be sure to read the Tip of the Day each time you log in. OPI will be using this space to keep you
informed of any updates or changes to the system, as well as giving data entry tips and hints.
keskoskoskoskosk

Click Continue to move to the Main Menu.

SPECIAL EDUCATION CHILD COUNT MAIN MENU

When you log in, the program will identify you as a specific school district or special education
cooperative based on your login ID and password. Because the structure within the program is
different for a school district and a cooperative, this section of the instructions has been broken
out into screens that school districts will see and screens that special education cooperatives will
see. The screen used for data entry is the same for both entities.
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For a school district

Special Education Child Count Collection Main Menu I

| Office of Public Instruction

Special Education Child Count Data Collection
Main Menu Features

Choose your

task here District: Bozeman Elem LE: 0350
The task \ Select a button then double click to select the option to the right.

selected will : Stmp 2 - Submit Data <
be grayed B Repors |

out. ® Heln |

Enter Special Education Child Count data from this
school year's Decermber child count.

FrmSwitchBoard

ot

Electronic Instruction Manual

The district name
and legal entity are
shown here. Ifa
district is a
member of a coop,
the coop name is
also shown here.

Double click on
Step 1 to select a
school within the
district for data
entry.

Double click on
Step 2 to submit
the district's child
count data to OPIL.

Click to exit the
program.

Each time you complete a task and click the Exit button at the bottom right-hand corner of that
screen, you will be returned to this Main Menu where you can choose your next task or choose to

Exit the program.

Selecting a school within the school district

‘ducation Child Count Forn

Linda McCulloch, Superintendent
% Qffice of Public Instruction
| PO Box 202501
Helena, MT 59620- 2501

SPECIAL EDUCATION DATA COLLECTION
©Child Count of Drecember 03, 2001

istrict:| Drummond Elem School: I
1709 - Drummond 7-8
0563 - Drummond School

Select a specific school to view detailed data

Electronic Child Count Manual — DRAFT
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Select from the
pull-down menu
the specific
school that data
will be entered
for.
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A school district may enter data for each individual school within the district. Data can be edited
at any time until the data is submitted to either the special education cooperative if the district
belongs to a cooperative, or to OPI if the district does not belong to a cooperative. If data must
be edited after submittal, it must be done by a phone call to either the cooperative or OPI. If a
cooperative has submitted data to OPI, the cooperative and any of its member districts will need
to contact OPI to make any additional changes to the data.

It is the responsibility of the person who has been assigned the User ID and password to submit
the data. The entire school district (all schools within the district) is submitted together
during the submittal process. Be sure that, if more than one person is entering data, the data is
not submitted prior to entering all data for the school district.

For a special education cooperative

Special Education Child Count Collection Main Menu

Office of Public Instruction

Special Education Child Count Data Collection The coop name
Main Menu Features is shown here

Bear Paw Cooperative V

Choose your Select a button then double click to select the option to the right. <

task here. Y ‘Step 1 - Special Education Child Count Enry Forrm

The task e Step 2 - Submit Data

selected will = Rizpaile | . Double click on

be grayed ® Help | Step 1 to begin

out. entering data.
Enter Special Education Child Count data from this \ Double click on

schiool year's December child count.

Step 2 to submit

data to OPI.
rrmSwitchBoar :L‘ 1 1
FronswitchBoard —l ¥~ Click to exit the
program.
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Selecting a member school district and school from the list of cooperative

members

s Linda McCulloch, Superintendent SPECIAL EDUCATION DATA COLLECTION Thls menu llStS all dlStIICtS
DO e gy metruction Child Count of December 03 , 2001 that are members of a
Helena, MT 59620-2501 . . .
_ cooperative. A district
strict: T sonoat] I can be selected by single
Districe Name District Submitted = click.
0059 - Bridger K-12 Schools No
0060 - Joliet Elem No
0061 - Joliet L § No data
0064 - Luther Elem No . .
0069 - Roberts K-12 Schoals Mo It also indicates whether
0070 - Boyd Elem o the district has submitted
- Fromherg Elem 5

its data to the cooperative.

If a district has not submitted its data to the cooperative, the cooperative can view the data for
each individual school, but cannot edit the data. If a district has submitted its data to the
cooperative, the district can no longer edit the data, however, the cooperative now has rights to
edit the data prior to submittal to OPI. If the district does not have electronic access, and the
cooperative will be doing the data entry for these districts, the cooperative will need to contact
OPI to “flag” these specific districts as ‘submitted to cooperative’. At this point the cooperative
will be able to enter students for these districts that do not have electronic access to this system.

ducation Child Count Form
5

Linda McCulloch, Superintendent SPECIAL EDUCATION DATA COLLECTION
Office of Public Instruction _ _

PO Box 202501 Child Count of December 03, 2001
Helena, MT 59620-2501

oo

istrict:[0056 - Red Lodge Elem = School: El

1542 - Mountain View School
1637 - Red Lodge 7-8

Electronic Child Count Manual — DRAFT Page 16 of 26
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Data entry screen

Electronic Instruction Manual

When a school within the district has been selected, the screen changes to show fields. It is the
same for both school districts and special education cooperatives, except that at the top of the
screen, the name will be different. Again, cooperatives will not be able to enter data for a school

within a member school district unless the school district has submitted its data to the

cooperative. A cooperative will, however, be able to view the data that has been entered by the

school district on this screen.

ion Child Count Form

Linda McCulloch, Superintendent
Office of Public Instruction

PO Box 202501

Helena, MT 59620-2501

SPECIAL EDUCATION DATA COLLECTION

Child Count of December 03, 2001

Coop: Stllwater/Swt Grass Coop

School:[1775 - Absarokee 7-8

Press here to
print your
school data on
a child count
form to submit
to either your
cooperative or
OPI.

Include all students for whom the school is providing special education and related services through an IEP or Services Plan

Double click in Disahility Codes'and
Transition Services' fields to edityour entry of
individual student codes.

Enter all disahility and transition
ahbreviations that apply.

District:|Absarokee Flem

INITIALS  BIRTH DATE

TRANSITION
SERVICES

LIST OF DISABILITY
ABBREVIATIONS

RACE/
ETHHICITY

GENDER. {MF)
DUPLICATE
OVERRIDE
SETTING OF
SERVICE

m| SERVICES PLAN

-I

Delete Exit

S | o | e

FemihildCountEntry DUE DATE: January 10, 2002

To delete a
student, place the
cursor on the
specific student
record and then
press the Delete
button.

Click here to
close the
creen

v

Entering a record: If your curser is not already in the Initials column, place it there and begin.
You can move from column to column by pressing the tab key or using your mouse to place the
curser in the column. Several of the columns have pull-down menus and there are specific
validation rules that are associated with several of the columns. These are discussed below.

Initials:

INITIALS

This field cannot be left empty.
Each student entered must have 3
initials. If the middle initial is not
known, enter "X" for the middle
initial.

Electronic Child Count Manual — DRAFT Page 17 of 26
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Birthdate:

BIRTH DATE

Gender:

whom the school is pro

DUPLICATE

Z GENDER (MF)
OVERRIDE

Duplicate Override:

DUPLICATE
OVERRIDE

This field cannot be left empty. The birth date must be entered
as shown, with a 4-digit year.

The program will not allow a student less than 3 years old, nor
older than 22 years old to be entered. The program will present

a window requiring the birth date be changed before continuing.
ERROR: Birth Dake

The Birthdate vou have entered for this student is older than regulations allow. IF vour entry
is correct, this student cannot be counted amoung your schools Special Education Child Count
this vear. Please check to verify that your entry is correct!

This field cannot be left empty. Gender can be entered either
by typing "m" or "f," or by using the pull-down menu. The
program will accept either upper or lower case.

The program allows records with duplicate initials, birth date,
gender, grade, and race to be entered only if "duplicate
override" is checked. An example for using the duplicate
override would be in the case of twins or triplets that have the
same data in the above listed fields.

Grade:
Pk | Proindesgndon This field cannot be left empty. Grade can be
F1 |ProGiade entered by either selecting from the pull-down
2 |Grade2 menu or entering the 1 or 2 digit code. A grade
Y Giaded must be entered for each student. If the student
5 Grade 5 ..
is in an ungraded program, enter the grade the
T |CateT student would be in based on chronological age.
0 |eatei
1 Grade 11
12 Grade 12

Electronic Child Count Manual — DRAFT
11/30/01
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Race/Ethnicity:

Diouble click in 'l
Transition Services'
individual
Enter all disa
abbreviat

This field cannot be left empty. Race/ethnicity can
be entered by either selecting from the pull-down
menu or entering the 2 digit code. Only one code
LIST OF DISABILI
et can be entered.

RACE/
ETHHICITY

SETTING OF
SERVICE
SERVICES PLAN

American Indian/Alaskan Native
Agian American
Higpanic or Latino
04 Black or African American

0% white, Non-Hispanic

06 MNative Hawaiian or Pacific Islander

This field cannot be left empty.

TR— Setting of Service can be entered by

{02 Part-lime Special Education either selecting from the pull-down
03 Full-time Special Education s oo
04 Public Separate Facility menu or entering the 2 digit code.
. |05  Private Separate Facility
o 106  Public Residential Facility On]y one code can be entered. For
g g 07 Private Resiential _Facilily
== 08  Homebound/Hospital students ages 6-22, select from codes
- 11  Early Childhood Setting
A 12 Early Childhood Special Education Setting 01-08. For students ages 3-5, select
13 H
0 14 Partiie Early Childhood. Part-time Early Childhog from codes 11-18. (See Child Count
15 Residential Facility . .
16 |Separate School Instruction Booklet for more detailed
17 Itinerant Service Dutside the Home
18 Reverse Mainstream Setting instructionS.)

If a setting code is selected that does not

fit the age group (for example, if code 01,
Regular Class, were selected for a 4 year AN TR ot e loned o heve Setinaof s
old student, the following error message Clccon cancel o bypass nr heck.
would show and the error would have to ] ol |
be corrected before continuing..

Electronic Child Count Manual — DRAFT Page 19 of 26
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Disability:
LIST OF DISABILITY
ABBREVIATIONS
AL HI
Student Initials will

appear here, to show
which student you’re
adding disability codes
for.

Disability Codes

Enter Disability Codes of Current Student [

Initials: DDD

Disability Code:

T

Al Autism

CD Cognitive Delay

Wy Child with Disability
OB Deaf-Blindness

DE Deafress

ED  Emotional Disturbance

ol siudents are| ML Hearing Impairment
Disahility Code. Ents LD Learning Disability
]

3

Delete  Exit

/'ﬂﬁl‘\z

To delete a disability code, for a student, place
your curser on the appropriate disability code
and press the ‘Delete’ button.

Transition Services:

TRANSITION

SERVICES

Transition Services

Enter Transition Services of Current Student

Initials: DDD

Transition Services:

Student Initials will
appear here, to show
which student you’re
adding transition
service codes for.

00/ Ko Transition Services

01/ Instruction

02 Employrment

03 Cormmunity Experisnces/adult Living
04| Related Services

Students aver 16 years of age are required to have 3t
least one (1) Transition Service, Please erter
appropriste Transition Services for this student,

Delete  Exit

oy rrle

To delete a transition service, for a student, place
your curser on the appropriate transition service
code and press the ‘Delete’ button.

Electronic Child Count Manual — DRAFT
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This field cannot be left
empty. Place your curser in
the disability column. This
will bring up a window in
which to enter disabilities. A
disability can be entered by
choosing from the pull-down
menu or entering the two
letter code. Additional
disabilities are entered in the
same way. Double click in

the disabilities code column to
edit the field.

To exit the disability window,
click the open book icon.

Place your curser in the
transition services column. This
will bring up a window in
which to enter transition
services. A transition service
code can be entered by choosing
from the pull-down menu or
entering the two letter code.
Additional services are entered
in the same manner. Double
click in the transition services
column to edit the field.

To exit the transition services
window, click the open book
icon.
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A transition service code
is required for students 16
yvears of age or older. A

code may be enter?d for ERROR: Please correct the following problems with the current student record. [
younger students, if

appropriate. If a transition & This student is over 16 and requires at |east one (1) Transition Service to be entered,
code is not entered for a

Click. on canicel to bypass error check,
student 16 years or older,

the following error
message would show and
the error would have to be
corrected before
continuing.

Cancel |

A tab after completing the transition services column will save the record and advance to the
next line (record).

Delete a student record

Special Education Child Count Form

Linda McCulloch, Superintendent SPECIAL EDUCATION DATA COLLECTION &
Office of Public Instruction .
PO Box 202501 Child Count of December 03, 2001
Helena, MT 59620-2501
Bl To delete a
Coop: Stllwater/Swt Grass Coop student record
2
Dist'l‘it‘t:lAbsm okee Elem School:| 1775 - Absarokee 7-8 j click on the
Include all students for whom the school is providing special education and related services through an IEP or Services Plan approprlate
IMITIALS  BIRTH DATE Doubile click in Disability Codes' and student record
Transition Services'fields to edityour entry of and press the

individual student codes,

Enter all disability and transition
ahbreviations that apply.

Delete button at
the bottom of the
screen.

MIDDLE
GENDER {M/F)

RACE/
ETHHICITY

LIST OF DISABILITY TRANSITION
ABBREVIATIONS SERVICES

DUPLICATE
OVERRIDE
GRADE
SETTING OF
SERVICE

1411992
ADS 12/12/1996 | M

mimiml SERVICES PLAN

7171

Lol i
Lellells
Lol i

Defete Exit

% |

Review/Prin
FrmchidCountEntry DUE DATE: January 10, 2002 HESROR

=
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Submit the child count data

Electronic Instruction Manual

PLEASE NOTE: If you are a district, selecting ‘Submit Work’ will submit ALL the schools you
are reporting student data for. If you are a cooperative, selecting ‘Submit Work” will submit ALL

the member districts and their schools that you are submitting data for. BE SURE ALL CHILD
COUNT DATA HAS BEEN ENTERED BEFORE YOU SUBMIT YOUR DATA.

Data here will

your district or
cooperative that
you are
submitting your
data for, and to
where the data
will be
submitted.

If you are a
cooperative, or a
non-coop
district, this
screen will let
you know that
you are
submitting your
data to OPI.

Special Education Child Count Collection Main Menu I

Office of Public Instruction

Special Education Child Count Data Collection
Main Menu I'eatures

FrmswitchBoard

District: Bozeman Elem

LE: 0350

Select a button then double click to select th

B Reports |
% Help |

Enter Special Education Child Count data frorm this
school year's December child count,

ﬁl

be highlighting

Special Education Child Count Data Collection

Submit Data

To submit your child
count data, return to the
main menu and double
click on Step 2 — Submit
Data.

This screen allows you
to preview your work
prior to submittal.
Selecting this option will
print individual child

ount forms with
prefilled student data for

each school.

Submitting district Absarokee Elem to Stillwater/Swt Grass Coop.

/V

When you are done
previewing, and are
satisfied that it is

PLEASE NOTE: Only submit your data when “ALL” your associated s€hools data is
entered. If you are a district, selecting “Submit Work™ will submigAll your schools
under your district. f you are a cooperative, selecting ‘Submi
your member districts and their associated schools.

{Preview YWork Prior to Suhmiﬂalél

Subrmit Work |

ork” will submit all

correct, click Submit
T Work.

Remember, after the

data has been submitted,
you can look at the data,
however, you no longer

frm’5 bt

E

have rights to edit the
data.

t Manual — DRAFT
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Print your Child Count Report

Special Education Child Count Collection Main Menu

Office of Public Instimction

Special Education Child Count Data Collection

Return to .

the Mai Main Menu Features _

Me alnd Tri County C Double click on
enu an Il County Coop

select the District: Birmey Elem LE: 0789 Hardcopy School

I Jal then double click lect th i the righ Chlld Count
Reports Select & button then double click in select e option to e right. Form w/Student
menu. [ Data Entry Data.

Hardcopy School Child Count Farm w/Student Data

™~

Check your coop or district submission status

+
fFrmSwitchBoard EL |

Please Note: Selecting to print the Child Count Form from the ‘Reports’ menu will print all child count
forms for each school under your district. If you are a cooperative, this report will print each child count
form for each of your schools in your member districts. You can print individual child count forms by
selecting the ‘Review/Print School Data’ button from the data entry child count screen.

2508
To close the window, click
on the X in the upper right

hand corner of the window.

: Lida leCuloch Sperinkendent SPECIAL EDUCATION DATA COLLECTION
To print et Child Count of December 3, 2001
this fO Helena, MT S9620-2801
2 Coop: Stillwater/Swt Grass Coop
click on the DUE DATE: January 10, 2002 " Scroll down the page by
. . ' Tistrict: 0862 - Absarokee H § . th ll b th
pl'lllt icon Retamtr Pa Rt s e Sehod: 1136 - uSlng c SCro ar on c
i P i right hand side of the
mn the upper Student Information - d
Include all stuclents for ili an IEP or Services Plan
left hand window.
TS ERTADATE ﬂ:’t{?‘fi‘r it D!‘?\‘;E‘l H"v“ T:é\;{_ﬁ’gé’.:?l
corner of I I T I T
the E H m-s\.:'l L a::ec!l!{alu Inp cnvﬂ\‘ ﬂﬁ; w;:da'k:mm,- gwm;n
. & uxmpa_n‘m‘a( Q | vRiEmpams AU Arn Ej;“””_'l'";_
window. E15|E e (P3| g v e | B
SR s | whee Extr all dbabit b o tiatapply Rt
. E i . § § i m:::;l:gw“l H #4,C0 HI, 0K orCD HI0H @i TAxie
W | s [F [
W | 84430 W |
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Check School Submission Status

This report will show the submission status of your district and your associated schools, or if you
are a cooperative it will show the submission status of all your member districts.

special Education Child Count Collection Main Menu

Office of Public Instruction

Special Education Child Count Data Collection
Main Menu Features

Tri County Coop

District: Birney Elem LE: 0789
Return to
the Main Select a buthon then double click to select the option t the right. / Double click on
Menu and =] et By Hardcopy Schaol Child Caunt Farm w/Student Data CheCk. S?hOOI
select the Submission Status
Reports
menu.

Check your coop or district submission status

4
FrmSwitchBoard EL |

Please Note: Districts will see their district with associated schools on this report.
Cooperatives will see all member districts and associated schools.

To close the window,

To print this click on the X in the
form, click upper right hand corner
on the print Specia Education Child Count Data Collection of the window.
icon in the School Submission Status
1 f Tri County Coop

upper lett e G Scroll down the page by
hand corner — Sbmisson Submission. Sebmission. uSll’lg the SCI’OH bar on
of the . noooo he right hand side of the
window. window.

Plaose Notg:

Onee districts, that are sssocisted with 2 Coop, submit their data bo theit Coop they will need bo contact the Coop o

have changeshy dates made,

Befure Coops can submit thelr districts datato OPY, all schools thet will be reporting thedr child count dats

through CITRIX ente ywill need o be submitted and resiewed bythe Coop.

For NonCoop districts, when they submit theit deta, any cf iprateswill need needto e addressed ot thy

OFl Jevsl
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To exit the program, click on the open book icon in the lower right hand corner of whichever
screen you are in. Continue in this manner until the program is closed.

If you have questions or problems concerning the electronic program, call 444-9444 and select
the appropriate menu option.

We are asking that electronic submitters print out a copy of their child
count form and mail to the Office of Public Instruction, as well as
submitting the data electronically.

Mail to: Pat Reichert
Office of Public Instruction
PO Box 202501
Helena, MT 59620-2501

Thank You

Thank you for participating in OPI’s electronic Special Education Child Count program. Your
comments and input are important to us as we continue to refine this process. Please send your
comments and suggestions to Pat Reichert, Data Manager, Division of Special Education, Office
of Public Instruction, PO Box 202501, Helena, MT 59620-2501, or e-mail preichert@state.mt
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